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COM105 – Business Communications 
 
Reading Time: 10 minutes 
Writing Time: 180 minutes 
 
INSTRUCTIONS TO CANDIDATES 
 
This exam has two sections:  
Section A: This section is worth 30 marks. Answer all five Short Answer Questions. The suggested time 
allocation is 90 minutes. 
Section B: This section is worth 20 marks. Answer both Short Essay Questions. The suggested time 




You may begin writing from the commencement of the examination session.  The reading time 
indicated above is provided as a guide only. 
This is a RESTRICTED OPEN BOOK examination 
No calculators are permitted 
No handwritten notes are permitted 
Any hard copy, unannotated English dictionary is permitted 
ADDITIONAL AUTHORISED MATERIALS EXAMINATION MATERIALS TO BE SUPPLIED 
 
No additional printed material is permitted 
 
2 x 8 Page Book 
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Section A  
 
Short Answer Questions  
 
Total Number of Marks for This Section: 30 
 
This section should be answered in the Answer Booklet provided.  
 
Please answer ALL FIVE short answer questions  
 
Marks for each question are indicated. 
Suggested Time allocation for Section A: 90 mins 
Question 1 
Identify five stages of the listening process. 
 (Marks: 6) 
 
Question 2 
Explain the roles and different aspects of nonverbal communication.     
     
                 (Marks: 6) 
 
Question 3 
Discuss at least 3 different sources of conflict in a workplace. 
 (Marks: 6) 
 
Question 4 
What are the implications of writing style, layout and choice of channel for how the audience 
engages with the following documents in a workplace –: 
a) Policy and procedure documents; 
b) Written reports providing financial updates of the company. 
 (Marks: 6) 
 
Question 5 
Distinguish between formal and informal channels of communication. Provide appropriate 
examples. 
 (Marks: 6) 
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Short Essay Questions  
 
Total Number of Marks for This Section: 20 
 
This section should be answered in the Answer Booklet provided.  
 
Please answer BOTH questions  
 
Marks for each question are indicated. 




What is the difference between formal meetings, informal meetings and a committee?  
Define each and highlight their key characteristics. Provide examples to explain your answers.  
What is the most suitable situation for organising formal meetings, informal meetings and committee 
sessions? 
               (Marks: 10) 
 
Question 2 
What is the purpose of planning in long report writing? 
What advantages do you gain by ordering the information in the report, to suit its purpose, task and 
adapt to the audience? 
               (Marks: 10) 
 
 
